
HAWN MEMORIAL LIBRARY 

Meeting Room Policy 

 

The meeting rooms referred to in this document are: 

The History/NonFiction Room (located at the back of the library) (60 persons) 

Lynn Anne Dominy Room (children’s room) (30 persons) 

Young Adult Room (15 persons) 

Multi Use Room (10 persons) 

William Platt Room (5 persons) 

Basement Book Repair/Storage Room (5 persons) 

Basement Community Room (30 persons) 

 

To ensure equitable use of these rooms, and to preclude any misunderstanding on the part of those who wish 

to use these areas, the Board of Trustees of Hawn Memorial Library has enacted the following policy: 

General Guidelines 

Meeting rooms at the library are designed to meet general information, educational, cultural, and civic needs 

including activities such as discussion groups, panels, lectures, conference, seminars, exhibits, displays, story 

times, puppet shows and films. 

There is no charge for meeting room use by nonprofit groups. 

Use of the library’s meeting rooms does not constitute library endorsements of viewpoints expressed by 

participants in the program.  Advertisements or announcements implying such endorsement are not 

permitted.  Solicitation, admission or other charges, money-raising activities, and/or sales are not allowed. 

Displays may not be affixed directly to the walls of the meeting room without prior consent.  Library fixtures 

may not be removed from the walls. 

A meeting room schedule will be kept by the Library Clerk.  Any scheduling conflicts will be brought to the 

attention of the Library Director or his/her agent. 

Library programs take precedent on the meeting room schedule. 

Functions must end, and meeting rooms vacated no later than 30 minutes after program conclusion or prior to 

closing, whichever comes first. 



 

All functions will be conducted in a manner not to disturb other patrons in the library. 

Reservations 

Request for use of meeting rooms must be made in person, by telephone, or in writing.  Requests will be 

honored on a first-come, first-served basis.  Person or groups wishing to reserve a meeting room shall file an 

agreement form with the Library Director or his/her agent (attached). 

To reserve the meeting room the person in charge must be 18 years of age or older. 

Reservations are accepted up to 6 months in advance. 

Notice of cancellation should be made as soon as possible.   After 30 minutes a group may forfeit its 

reservation if it fails to appear as scheduled.  If a group is unable to keep the room reservation, it is requested 

that they give the Library at least 24 hours’ notice. 

If a group fails to show for two meetings in a row and does not call to cancel, all future reservations are 

forfeited until the group calls to reschedule. 

Meetings will not be scheduled before or after Library hours.  Group representatives may not enter the Library 

before the regular opening time.  If an event is to exceed regular library hours a fee of $25.00 for ½ hour or 

$50.00 for 1 hour will be required. 

Groups may to assign their reservations to other groups. 

Care and Use of Facilities 

Please leave meeting rooms as they are found.  If the furniture is rearranged, it should be returned to the original 

arrangement at the end of the meeting. 

Personal furniture or equipment may be provided by a group with prior approval.  Arrangements for the use of any 

person furniture or equipment should be made at scheduling time. 

Equipment, supplies, or personal effects cannot be stored or left in Library meeting rooms before or after use. 

Attendance at meetings will be limited to the capacity of the individual meeting rooms as listed in this policy. 

Refreshments may be served in certain rooms, with prior approval of the Library Director.  If refreshments are served, 

groups reserving rooms are responsible for cleanup. 

Groups must provide their own meeting supplies.  The Library is not responsible for the loss of personal items, 

equipment or displays used by groups. 

The individual making the reservation, as well as the membership of the group as a whole, will be held responsible for 

any and all damage that may occur as a result of the use of the facilities. 

Permission to use the Library meeting rooms may be withheld from groups failing to comply with the Meeting Room 

Policy and from any group that damages the room, carpet, equipment, or furniture or causes a disturbance. 



The Library Board and staff do not assume any liability for groups or individuals attending a meeting in the Library. 

The Library is not responsible for any equipment, supplies, materials, clothing, or other items brought to the Library by 

any group or individual attending a meeting. 

No furniture or equipment may in any way be used to block doorways or egress to/from any room. 

The library staff will make every effort to adhere to the schedule of use for the rooms.  It is understood that if the library 

has to close for any reason (weather, health, etc.), we will attempt to reschedule with the person or group reserving the 

room. 
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